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Agency 
City of Cambridge 

Division/Unit 
Administration 

Item 
No. 

Description Retention 

1A 
General Correspondence 
Transitory Correspondence: Incoming and 
outgoing correspondence related to matters 
of short term interest. Transmittal 
correspondence between individuals, 
departments or external parties containing no 
final contractual, financial or policy 
information. This correspondence does not 
impact agency functions. When resolved, 
there is no further use or purpose. 

Retain three (3) years or until administrative 
need ends, whichever comes later, then 
destroy. 

IB Administrative Correspondence: Incoming 
and outgoing business-related 
correspondence created during administering 
agency functions and programs. 
Administrative correspondence documents 
work assigned, work accomplished, 
transactions made, or actions taken. This 
correspondence document the 
implementation of agency functions rather 
than the creation of functions or policies. 
Business-related correspondence that is 
essential to a core function of another series 
should follow the retention period for that 
series. 

Retain for three (3) years and then destroy. 

1C Executive Correspondence: Incoming and 
outgoing non-transitory, business-related 
correspondence of the agency director. 
These records document executive decisions 
made regarding agency interests and provide 
unique information relating to the functions, 
policies, procedures or programs of an 
agency. 

Permanent. Retain for three (3) years and 
then transfer to Maryland State Archives. 



2 Public Information Act ("PIA") requests 
(formal requests submitted by citizens for 
access to the City's public records) 

Employee Personnel Files - Includes 
applications, resumes, health insurance 
forms, injury reports, disciplinary action, 
commendations, promotions, awards, leave 
records, training, doctor's notes, 
correspondence related to worker's 
compensation, and miscellaneous personnel 
forms; retirement forms 

Retain for three (3) years; then destroy. 

3A 

3B 

3C 

Employees without retirement benefits 

Employees with retirement benefits 

Applicants not selected for employment 

Retain for ten (10) years after termination 
date; then destroy. 
Retain all records until notification of death, 
then destroy. 
Retain for three (3) months from date 
position filled; then destroy. 

4 Employees Time Sheets Retain for five (5) years, then destroy. 

5 Meeting Minutes of the City Council and the 
City's Boards and Commissions 

Permanent. Retain paper copies for five (5) 
years from meeting date. Then scan to MSA 
standards and destroy paper. Annually 
transfer electronic records to MSA. 

6 Public Meeting Notices; certificates of 
publication for legal ads and public meetings 
and hearings; meeting agendas 

Permanent. Retain for five (5) years then 
transfer to the MSA. 

7 Recordings of Public Meetings, including 
tapes. 

Retain for five (5) years then destroy. 

8 Deeds, agreements, contracts, and leases 
between the City and various individuals/ 
entities, including all land records, records of 
fee simple and right-of way acquisition, utility, 
and miscellaneous easements by the City. 

Permanent. Retain for five (5) years then 
transfer to the MSA. 

9 Petitions for annexation with supporting and 
background documents 

Permanent. Retain for five (5) years then 
transfer to the MSA. 



10 The City Charter and original Charter 
amendments, ordinances, and resolutions 
passed or adopted by the City Council with 
supporting and background documents, if 
any 

Permanent. Scan to MSA standards. Retain 
paper copies for five (5) years, then transfer 

.along with an electronic copy to the MSA. 
Electronic copies shall be retained 
permanently by the City. 

11 The City Code and amendments thereto, 
consisting of the bound City Code book as 
amended and supplemented throughout the 
years 

Retain for five (5) years, then transfer every 
three (3) years to the Maryland State 
Archives. 

Written opinions, memoranda, and 
correspondence issued by the City Attorney 
and litigation files involving the City 

Permanent. After completion of the case, 
scan to MSA standards and destroy. Retain 
electronic image for five (5) years, then 
transfer to MSA. 

13 City Publications, newsletters; handbooks; 
directories, various notices to the press and 
public regarding current events 

Screen annually and destroy material no 
longer needed for current business with the 
following exception: Scan according to MSA 
standards and transfer to MSA for 
permanent retention any material that 
serves to document the origin, 
development, and accomplishments of the 
office and has continuing administrative, 
fiscal, legal, or historical value. 

14A Zoning certificates, private and commercial Permanent. Scan to MSA standards. Retain 
image for five (5) years; then transfer to 
MSA. Property owners shall be notified in 
writing that they may claim the paper 
documents; otherwise, they will be 
destroyed following transfer of electronic 
records to the MSA. 

I4B Zoning certificates, city owned Scan to MSA standards and transfer image 
to MSA five (5) years following project 
completion. Paper copies shall be retained 
for reference purposes only. 



15 Subdivision Plats and Site Plans Approved plats are retained permanently in 
the Circuit Court for Dorchester County. 
Copies shall be retained in the City's files 
for reference purposes only. 

16 Board of Appeals files Permanent. Scan to MSA standards, retain 
electronic image for five (5) years, and then 
transfer to MSA. Paper shall remain in the 
City's file for reference purposes only. 

17 Request for Quotations/Invitations to Bid -
Includes bid specifications, drawings, 
advertisements, contract documents, and 
associated documents 

Scan paper to MSA standards; then 
destroy. Retain electronic image in office for 
ten (10) years after contract completion or 
until audit requirements have been met, 
whichever comes later, then destroy. 

18 Property, Vehicle, and Health Insurance 
Records Includes documentation and 
correspondence relating to coverage 

Retain for five (5) years and until audit 
requirements have been met and then 
screen annually and destroy material having 
no further legal, administrative, fiscal, or 
operational value. 

19A 

19B 

Worker's Compensation Records - includes 
claims, incident reports, correspondence, 
medical reports, invoices, and medical 
authorization forms 

Medical Records - includes drua screenina 
results, injury reports, psychological and 
physical examination results, doctors' notes, 
and correspondence related to medications 
taken by employees. 

Municipal Utilities Commission Records 

Retain until termination plus three (3) years, 
then destroy. Records that document 
exposure to materials with long-term health 
effects shall be scanned according to MSA 
standards, retained for ten (10) years, and 
then destroyed, 
(Same as 19A) 

20A Public Works, water test results, water and 
sewerage reports. 

Retain for ten (10) years; then destroy. 



20B Public Notification Rule - Records of Public 
Education for Lead ALE (40 CFR 141.91); 
records of all lead and copper results, 
including water quality parameters, water 
sampling results, corrosion control 
recommendations, and studies. 

Retain on premises for twelve (12) years or 
per audit requirements, whichever is later; 
then destroy. 

20C Phase I, II, III Rules-Disinfectant By-Product 
(DBPR) monitoring plans (40-Code of 
Federal Regulation (CFR)141.33(0)); Stage 
II DBPR monitoring plans and Water Analysis 
for by-product results (40 CFR 141.629(b) 

Retain on premises for ten (10) years or per 
audit requirements, whichever is later; then 
destroy. 

21 Code Enforcement Records - includes 
general files, fines, citations, and municipal 
infractions 

Transportation Records 

Retain for five (5) years after abatement of 
the violation; then destroy 

22A Maps and names of streets Retain for ten (10) years then transfer every 
3 years to the Maryland State Archives. 

22B Vehicle maintenance records and statistics Retain for the life of the vehicle or 
equipment and until audited; then destroy. 

22C Inventories of vehicles, vehicle parts, 
equipment, and tools 

Retain for the life of the vehicle or 
equipment and until audited; then destroy. . 

23 Enqineerinq Records - Includes drawinos. 
drafting records, and plats 

Retain final plans and as built keep 
drawings in DPW for ten (10) years; then 
review annually and destroy all preliminary 
and obsolete plans. 

.24 Election Records - includes election returns, 
candidate petitions, voter registration 
records, notices of elections, ballots (paper 
and absentee), voting machine records, and 
election worker records, and election results 

The Dorchester County Board of Elections 
are responsible for the elections of the 
Mayor and the City Council members for the 
City of Cambridge. They will oversee the 
election process and the preservation of all 
election records. When the board 
determines that they no longer have need of 
the records, they will transfer them to City 



Hall. City Hall will retain the records for five 
(5) years and then destroy them. 

25 

26 

Ethics Forms - Includes financial disclosure 
statements and lobbying disclosure 
statements 

Candidate reports; campaign funding 
documents; all documents filed by 
candidates 

Retain for four (4) years and then destroy. 

Retain for five (5) years and then transfer to 
Maryland State Archives. 

Schedule Approved by Department, Agency, 
or Division Represented. > 
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Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

PACE . .36„ 

1. Department/Agency 

City of Cambridge 
Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

General Correspondence 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Transitory Correspondence to include incoming and outgoing correspondence related to matters of short-term 

interest. Transmittal correspondence between individuals, departments or external parties containing no final 

contractual, financial or policy information. This does not impact agency functions Item # 1A 
7. Record Series Format(B) list all 

flKelterSize • Microfilm 

Q t L e g a l Size • Computer Tape 

• Audio Taps • .Floppy Disk 

• Bound Boo* • Video Tape 

u^oilef (specify) ^Computer 

B. Record Series Sequence 

phabetical 

f~| Numerical 

r^^hronatogical 

• Geographical 

Q Other (specify) 

9. Volume' 

_ 1 2 Boxes @ 1 Cu. Ft. each. 
Number 

f File Drawerfs) 

• Microfilm Reel's) 

• Computer Tape's) 

Q Other (specify) 

to. Annual Accumulation 

_ 3 Boxes 
Number 

File Drawer's) 

• Microhm Reel(s) 

Q Computer Tepe(s) 

• Other ( s p e o i f y ) _ 

1 1 . File Is Used 

[fl^Dally [2'weekly Qf^Monlhry . [JJ^tnually 

12. File Becomes Inactive After 

Retain 3 years or until administrative need ends, 

whichever comes later, then destroy . 
Number r jMonth fs ) f j ^ e a i t a ) 

13. Current Location^) (B'dg., Floor, Room) 

City Hall & Department of Public Works 1 s l Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes • No 

15. Access Restriction v i i f Y e j , cite Law(s) & Regulation^) 

• Yes Q ' N o 

16. Audit Requirements 

• None ffifstale • Federal JjJTlr Independent 

17. Is an Index System used? if yes. exp'ain briefly and describe requirements 

BJ^es • N O Archival Locator indexing system located 

at City Hall and Dept. of Public Works buildings. Entries 

are by location and topic. 

18. Recommended Retention 

Retain three (3) years or until administrative need ends, 

whichever comes later, then destroy. 

19. Name and 

Records Management 

20. Telephone Number 

410-228-4020 

21. Oate 

DGS 550-4 (Rev, V93J 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 2 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Genera l Cor respondence 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Administ rat ive Cor respondence to include incoming and outgo ing business-re lated cor respondence created 

dur ing administer ing agency funct ions and programs. Administ rat ive cor respondence documents work ass igned, work 

accompl ished , t ransact ion made , or act ions taken. Cor respondence that is essent ia l to a core funct ion I tem # 1B. 

7. Record Series Format(s) List all 

r j ^ e t t e r Size Microfi lm 

[ j ^ e g a l Size f_ ] Computer Tape 

l~l Audio Tape f j Floppy Disk 

i~l Bound Book Video Tape 

( p o t h e r (specify) Compute r 

8. Record Series Sequence 

|~l Alphabetical 

Q Numerical 

I t ^ Q i r o n o l o q i c a l 

• Geographical 

• Other (soecifv) 

9. Vo lume 

_ 1 0 Boxes @ 1 Cu . Ft. each 

Number 

/ 
I ^ F i l e Drawer(s) 

• Microfi lm Reel(s) 

f~l Computer Tape(s) 

("1 Other (soecifv) 

7. Record Series Format(s) List all 

r j ^ e t t e r Size Microfi lm 

[ j ^ e g a l Size f_ ] Computer Tape 

l~l Audio Tape f j Floppy Disk 

i~l Bound Book Video Tape 

( p o t h e r (specify) Compute r 

8. Record Series Sequence 

|~l Alphabetical 

Q Numerical 

I t ^ Q i r o n o l o q i c a l 

• Geographical 

• Other (soecifv) 10. Annual Accumulat ion 

2 Boxes 

Number 

[ j j ^ ^ i l e Drawer(s) 

• Microfilm Reel(s) 

n Computer Tape(s) 

f ] Other IsDecifvl 

1 1 . File is Used 

[J^Daily f ^ / V e e k l y [v j^ / lonth ly Q^nnually 

12. File Becomes Inactive After 

_ R e t a i n for 3 years, then destroy 

Number • Month(s) 0 "Year (s ) 

13. Current Location(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes p j N o 

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s) 

• Yes H ' N O 

16. Audit Requirements 

• None restate • Federal [ ^ I n d e p e n d e n t 

17. Is an Index System used? If yes. explain briefly and describe requirements 

Q ^ e s • N O Archival Locator indexing system located 

At the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for three (3) years, then destroy. 

19. Name and Title of Prepare/ . 

Records Management Officer U 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

7 jil )u) 7 
DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

• 3 O F 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Genera l Cor respondence 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Execut ive Cor respondence to include incoming and outgo ing non-transi tory, business-re lated cor respondence of 

the Agency Director. T h e document execut ive decis ions m a d e regarding agency interests and prov ide unique 

informat ion relating to the funct ions I tem # 1C. 
7. Record Series Format(s) List all 

[vJ'Lelter Size (3 Microfi lm 

Q ^ e g a l S i j e f j Computer Tape 

[~l Audio Tape f j ] Floppy Disk 

• Bound Book Q Video Tape 

H ' o i h e r (specify) C o m p u t e r , 

8. Record Series Sequence 

f~l Alphabet ical 

[~l Numerical 

Itiff Chronological 

• Geographical 

• Other (specify) 

9. Vo lume 

10 Boxes @ 1 Cu. Ft. each_ 
Number 

[ File Drawer(s) 

• Microfi lm Reel(s) 

[~] Computer Tape(s) 

• Olher (specify) 

10. Annual Accumulat ion 

_ 2 Boxes 
Number 

H ^ i i e f File Orawer(s) 

• Microf i lm Reel(s) 

n Computer Tape(s) 

PI Other (specify) 

1 1 . File is Used 

^ ' o a i l y H ^ / e e k l y 0 ^ M o n t h l y [ j f A n n Annual ly 

12. File Becomes Inactive After 

Permanent . Retain for 3 years and then transfer to the 

Mary land State Arch ives (MSA) 
Number • Monlh(s) fTJ^ear(s) 

13. Current Location(s) (Bldg., Floor, Room) 

City Hall 1 s ' Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes Q 3 N ° 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

• Yes ff/No 

16. Audit Requirements 

• None 0 ^ t a l e • Federal ^ i n d e p e n d e n t 

17. Is an Index System used? If yes, explain briefly and describe requirements 

B ^ e s • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Retain for three (3) years and then transfer to the 

Maryland State Archives (MSA). 

19. Name and Title of Preparer 

Records Management Offio 

20. Telephone Number 

410-228-4020 

2 1 . Date 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 4 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Publ ic Informat ion Act (PIA) 

5. Earliest Year/Latest Year 

1975 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Publ ic Informat ion Act (PIA) to include requests (formal requests submit ted by c i t izens for access to the Ci ty 's 

publ ic records) I tem # 2. 

7. Record Series Format(s) List all 

[ " ^ L e t t e r Size • Microfi lm 

Q Legal Size f j Computer Tape 

r~l Audio Tape • Floppy Disk 

r~l Bound Book Q Video Tape 

8. Record Series Sequence 

{"*] Alphabetical 

(~1 Numerical 

[^Chronological 

i~l Geographical 

9. Vo lume 

3 Boxes @ 1 Cu . Ft. each 

7. Record Series Format(s) List all 

[ " ^ L e t t e r Size • Microfi lm 

Q Legal Size f j Computer Tape 

r~l Audio Tape • Floppy Disk 

r~l Bound Book Q Video Tape 

8. Record Series Sequence 

{"*] Alphabetical 

(~1 Numerical 

[^Chronological 

i~l Geographical 

Number 

0 T ^ i l e Drawer(s) -> 

• Microfilm Reel(s) 

f j Computer Tape(s) 

f3) Other (soecifv) 

H 'O lhe r (specifv) Compute r 
• Other (soecifv) 10. Annual Accumulat ion 

_ 1 / 4 Box 

Number 
• j 

H r i l e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Other (soecifv) 

1 1 . File is Used 

Q Daily • Weekly f ^ ^ o n l h l y f ^ A n n u a l l y 

12. File Becomes Inactive After 

_ R e t a i n for 3 years, then destroy 

Number f j Month(s) f ^ Y e a r ( s ) 

13. Currenl Local ion(s) (Bldg.. Floor, Room) 

City Hall 1 s ' Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes G^No 

15. Access Restrictions (If Yes. cite Law(s) & Regulat ion(s) 

• Yes QB'NO 

16. Audit Requirements 

• None restate • Federal [ ^ I n d e p e n d e n t 

17. Is an Index System used? If yes, explain briefly and describe requirements 

[J^Yes • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for three (3) years, then destroy. 

19. Name and Title of Prepay? . 

Records Management Officer ^ 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date . 

OGS 550-4 (Rev. t/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

-36_ 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Emp loyee Personnel Files 

5. Earliest Year/Latest Year 

1960 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Employee Personnel Files to include appl icat ions, resumes, health insurance forms, injury reports, discipl inary 

act ions, commendat ions , promot ions, awards , leave records, training, doc to r ' s notes, misce l laneous personnel f o rms 

for employees wi thout ret i rement benef i ts Item # 3A. 

7. Record Series Format(s) Lis! all 

Better Size • Microfi lm 

PJ^egal Size Q Computer Tape 

I"! Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

pjJ'Other (specify)__Comp_Uter_ 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

r~l Numer ical 

[^Chronological 

n Geographical 

• Other (specify) 

9. Vo lume 

_ 2 0 Boxes @ 1 C u . Ft. each_ 

Number 

Q^F i l ^D HFile Drawer(s) 

• Microfi lm Reel(s) 

1""] Computer Tape{s) 

• Other (specify) 

10. Annual Accumulat ion 

_ 1 Box 

Number 

f F i l e Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

O^Oaily S leek l y [ ^ M o n t h l y [g^Ann Annual ly 

12. File Becomes Inactive After 

Retain for 10 years after terminat ion date, then 

des t roy . 

Number • Month(s) Q3^ear(s) 

13. Current Location(s) (Bldg.. Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes a^To 

15. Access Restr ict ions (If Yes . cite Law(s) & Regulal ion(s) 

• Yes H No 

16. Audit Requi rements 

• None E ' s t a t e • Federal Qj ' fnt ndependent 

17. Is an tadex System used? If yes, explain briefly and descr ibe requirements 

f t f Y e s • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for ten (10) years after termination date, then destroy. 

Records Management Office 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

• G S 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 6 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Employee Personnel Fi les 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Employee Personne l Files to include appl icat ions, resumes , health insurance fo rms, injury reports, discipl inary 

act ion, commendat ions , promot ions, awards , leave records, t raining, doc tor 's notes, co r respondence related o 

wo rke r ' s compensat ion and miscel laneous personnel forms for employees with ret i rement benefits I tem # 3B. 

7. Record Series Formal(s) List all 

[jKeUer Size • Microfilm 

pty^eqal Size Computer Tape 

n Audio Tape fj Floppy Disk 

n Bound Book fj Video Tape 

p / o t h e r (soecify) Compute r 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

PI Numerical 

Q^^hronological 

n Geographical 

• Other (specify) 

9. Volume 

_ 8 Boxes @ 1 Cu . Ft. each 
Number 

0 * F i l e Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

Other (soecifv) 

7. Record Series Formal(s) List all 

[jKeUer Size • Microfilm 

pty^eqal Size Computer Tape 

n Audio Tape fj Floppy Disk 

n Bound Book fj Video Tape 

p / o t h e r (soecify) Compute r 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

PI Numerical 

Q^^hronological 

n Geographical 

• Other (specify) 10. Annual Accumulat ion 

1/2 Box 
Number 

[ f l ' F r te Orawer(s) 

• Microfi lm Reel(s) 

Q Computer Tape(s) 

• Other (sDecifv) 

1 1 . File is Used 

• Daily • Weekly (g^'Monthly ^ A n n u a l l y 

12. File Becomes Inactive After 

Retain all records until notif ication of dea th , then 

destroy 
Number • Month(s) @ ^ e a r ( s ) 

13. Current Locatton(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes B^o 

15. Access Restr ic t ionpt l f Yes. cite Law(s) & Regulation(s) 

• Yes (H t̂o 
16. Audit Requirements 

• None 0 's late • Federal QJ'fndependent 

17. Is an lodex System used? If yes. explain briefly and describe requirements 

ErYes • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18.. Recommended Retention 

Retain all records until notification of death, then destroy. 

19. Name and Title of PfeSarer 

Records Management Officer^/ 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

21 . Date . 

7J///M9 
DCS 550-4 (Rev. 1/93) 

5. Earliest Year/Latest Year 

1960 to Present. 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y J Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 PAGE 7 OF 36 „ 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. f 
4. Record Series Title 

Employee Personnel Records 

5. Earliest Year/Latest Year 

1980 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Employee Personnel Files to include applications, resumes, health insurance forms, injury reports, disciplinary 

action, commendations, promotions, awards, leave records, training, doctor's notes, correspondence related to 

worker's compensation for applicants not selected for employment Item # 3C 

7. Record Series Fornial(s) List all 

Shelter Size • Microflm 

Q^Logal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tepe 

Brother (Bpecity|_CompUter__ 

8« Record Serfe3 Sequence 

Q'AlphaDeUcal 

• Numerical 

Qfctironological 

• Geographical 

• Other (specify) _ . 

9. Volume 

_ 8 Boxes @ 1 Cu. Ft. each . 
Number 

finite Drawer(s) 

• Microfilm Reel(s) 

• Computer Tope(s) 

• Other ( s p e c i f y ) _ „ 

10. Annual Accumulation 

_ 1 / 2 Box 
Number 

G j F U e Drawer(») 

Q Microfilm Reel(s) 

O Computer Tape(s) 

Q Other (specify) 

1 1 . File Is Used 

• Daily • Weekly H' / Monlhly Annually 

12. File Becomes Inactive After 

Retain for 3 months from date position filled, then 

destroy 
Number Q'Month(a) • Y o e r ( s ) 

13. Current Localion(s) (Bldg., Floor, Room) 

City Hall 1 s l Floor 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes QT^o 

1S. Access Restriction} (If Yes, cite l a w ' s ) & Regulaiion(s) 

• Yes S ' N o 

16. Audit Requirements 

fCJ'Stale • Federal j j f n u t e • None Independent 

17. Is an totfex System used? If yes. explain briefly end describe requirements 

[ y f Y e s • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for three (3) months from dated position filled, then 

destroy. 

20. Telephone Number 

410-228-4020 

21. Date 

11 h$]toll 

DGS 5SO-4 |Rw. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 8 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Emp loyee ' s T ime Shee ts 

5. Earliest Year/Latest Year 

1975 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Emp loyee 's T ime Sheets I tem # 4. 

7. Record Series Format(s) List all 

B 'Letler Size • Microfi lm 

[~| Legal Size Q Computer Tape 

[~l Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

Q ^ t h e r (specify) C o m p u t e r , 

8. Record Series Sequence 

^ A l p h a b e t i c a l 

|~ | Numerical 

[^Chronological 

(~| Geographical 

l~l Other (specify) 

9. Volume 

_ 2 5 Boxes @ 1 Cu. Ft. e a c h . 

Number 

-i le Drawerfs) 

• Microfi lm Reel fs) 

l~l Computer Tapefs) 

• Other (specify) 

10. Annua) Accumulat ion 

3 Boxes 

Number 

I File Drawerfs) 

• Microfi lm Reelfs) 

• Computer Tapefs) 

• Other (specify) 

1 1 . File is Used 

• Daily Q f W e e k l y O^Monlh ly ffl^nr Annual ly 

12. File Becomes Inactive After 

Retain for 5 years , then des t roy . 

• Month(s) B^ear(s) Number 

13. Current Location(s) (Bldg.. Floor, Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes H ' N o 

15. Access R e s t r i c t i o n s ^ Yes, cite Lawfs) & Regulationfs) 

• Yes EJ'NO 

16. Audit Requirements 

f~l None 0 ^ t a t e Q Federal ( ^ i n d e p e n d e n t 

17. Is an index System used? If yes , explain briefly and describe requirements 

( Q f Y e s • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for five (5) years, then destroy. 

19. Name and Title of Prei 

Records Management cOfficer 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

DGS 550-4 (Rev. U93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 9 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Meet ing Minutes of the City Counc i l and the C i ty ' s Boards 

and Commiss ions 

5. Earliest Year/Latest Year 

1980 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Meet ing Minutes of the City Counci l and the C i ty ' s Boards and Commiss ions I tem # 5. 

7. Record Series Formal(s) List all 

H^Letter Size • Microfilm 

rCKt^qal Size f j Computer Tape 

!~l Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

[gTother isoeci fvt Computer 

8. Record Series Sequence 

(~) Alphabetical 

|~l Numerical 

Q ^ h r o n o l o g i c a l 

f~) Geographical 

• Other (specify) 

9. Volume 

7 Boxes @ 1 C u . Ft. each 

Number 

rp^He^Orawerfs) 

• Microfi lm Reel(s) 

[~| Computer Tape(s) 

| ~ | Other fsDecifvl 

7. Record Series Formal(s) List all 

H^Letter Size • Microfilm 

rCKt^qal Size f j Computer Tape 

!~l Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

[gTother isoeci fvt Computer 

8. Record Series Sequence 

(~) Alphabetical 

|~l Numerical 

Q ^ h r o n o l o g i c a l 

f~) Geographical 

• Other (specify) 10. Annual Accumulat ion 

_ 3 / 4 Box 

Number 

™ / 
[H File Drawer(s) 

• Microfi lm Reel(s) 

l~l Computer Tape(s) 

I"-] Other (soecifv) 

1 1 . File is Used 

• Daily • Weekly [ B ^ o n l h l y ( g ^ n n u a l l y 

12. File Becomes Inactive After 

_ P e r m a n e n t . Retain paper cop ies for 5 years f rom 

meet ing date. Then scan to M S A standards and dest roy 

paper. Annual ly transfer e lectronic records to M S A 

1 1 . File is Used 

• Daily • Weekly [ B ^ o n l h l y ( g ^ n n u a l l y 

Number • Month(s) fjJ'Vearfs) 

13. Current Location(s) (Bldg., Floor, Room) 

City Hall 1 s t Floor 

14. Is Record Series Duokcated Elsewhere? (If yes. specify agency or office.) 

• Yes QJ<<o 

15. Access R e s t r i c t i o n s ^ Yes. cite Law(s) & Regulat ion(s) 

• Yes H ' N o 

16. Audit Requirements 

• None ( ^ ^ t a t e ^ • Federal 0 ' l n d e p e n d e n l 

17. Is an In^ex System used? If yes, explain briefly and describe requirements 

H ^ e s • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Retain paper copies for five (5) years from 

meeting date. Then scan to MSA standards and destroy 

paper. Annually transfer electronic records to MSA. 

19. Name and Title of P r e p a r e / i . 

Records Management Officer U 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date , i 

IJll/Aol1} 
DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) . 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) . 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 10 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Publ ic Meet ing Not ices 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Public Meet ing Not ices to include cert i f icates of publ icat ion for legal ads and public meet ings and hear ings, 

meet ing agendas I tem # 6. 

7. Record Series Format(s) List all 

fjjj^elter Size Q Microfi lm 

f~l Legal Size Q] Computer Tape 

i~l Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

H i t h e r (specify) Compu te r 

8. Record Series Sequence 

• Alphabetical 

f j Numer ical 

0 ^ h r o n o l o g i c a l 

fj] Geographical 

Other (specify) 

9. Vo lume 

4 Boxes @ 1 Cu. Ft. each 
Number 

\Q^i\e Drav/er(s) 

• Microf i lm Reel(s) 

|~) Computer Tape{s) 

• O lher (SDecifv) 

7. Record Series Format(s) List all 

fjjj^elter Size Q Microfi lm 

f~l Legal Size Q] Computer Tape 

i~l Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

H i t h e r (specify) Compu te r 

8. Record Series Sequence 

• Alphabetical 

f j Numer ical 

0 ^ h r o n o l o g i c a l 

fj] Geographical 

Other (specify) 10. Annua l Accumulat ion 

1 Box 
Number 

P f R t e Drawer(s) 

• Microf i lm Reel(s) 

Computer Tape(s) 

• Other (SDecifv) 

1 1 . File is Used 

• Daily [ ^ / e e k l y { ^ M o n t h l y ( ^ A n n u a l l y 

12. File Becomes Inactive After 

Permanent . Retain for 5 years then transfer to 

M S A , 
Number • Month(s) (g'Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes 0 N o i 

15. Access Restrictions/Of Yes, cite Law(s) & Regulation(s) 

• Yes E ' N o 

16. Audit Requirements 

• None [Estate • Federal [̂ Îndependent 

17. Is an Index System used? If yes, explain briefly and descr ibe requirements 

r ^ Y e s • NO Archival Locator indexing system loca ted 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Retain for five (5) years then transfer to the 

Mary l and State Archives (MSA). 

19. Name and T i t l e ^ F ^ ^ ^ r ^ ^ 

R e c o r d s Management O f f i c e r ^ ^ " 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date , , 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

- 1 1 . . 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Record ings of Public Meet ings 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Record ings of Public Meet ings to include tapes Item # 7. 

7. Record Series Format(s) List all 

Microfi lm Shelter Size • 

• Legal Size Q Computer Tape 

Q ^ u d i o Tape Q Floppy Disk 

[""] Bound Book Q Video Tape 

f"] Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

f~ l Numerical 

[^Chronological 

{"") Geographical 

• Other (specify) 

9. Volume 

_ 3 Boxes 1 Cu . Ft. each_ 
Number 

ri le Drawer(s) 

• Microfi lm Reel(s) 

[~) Computer Tape(s) 

• Other (specify) 

10. Annual Accumulat ion 

__1 /2 Box 
Number 

File Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily ( • f W e e k l y r ^ M o n t h l y Annually 

12. File Becomes Inactive After 

_ R e t a i n for 5 years, then des t roy . 
Number • Monlh(s) H ' Y e a r ( s ) 

13. Current Location(s) (Bldg., Floor, Room) 

City Hall 1 s t Floor 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes [jl<<o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes H ^ o 

16. Audit Requirements 

• None Q3^tate • Federal ( j j ' lndi Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

0 Y e s • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Retain for five (5) years, then destroy. 

19. Name and Title of P 

Records M a n a g e m 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

////*<>/f 
OGS 550-4 (Rev. 1«3) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF 12 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Deeds, Agreements and Contracts 

5. Earliest Year/Latest Year 

1970 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Deeds, Agreements and Contracts to include leases between the City and var ious individuals/ent i t ies, including 

all Land Records , records of fee s imple and Right-of-Way acquis i t ion, utility and miscel laneous easemen ts by the City 

I tem # 8. 

7. Record Series Formal(s) List all 

Hf'uiter Size • Microfi lm 

0 < L e g a l Size • Computer Tape 

f~l Audio Tape Floppy Disk 

f~ ] Bound Book [J Video Tape 

f ^ O t h e r (soecifv) Compute r 

8. Record Series Sequence 

( •^A lphabet ica l 

y 
kjj Numerical 

[ ^^Chrono log ica l 

[~[ Geographical 

• Other (specify) 

9. Vo lume 

7 Boxes @ 1 Cu. Ft. each 

Number 

H'Fi le Orawer(s) 

• Microfi lm Reel(s) 

Q Computer Tape{s) 

[~| Other (specify) 

7. Record Series Formal(s) List all 

Hf'uiter Size • Microfi lm 

0 < L e g a l Size • Computer Tape 

f~l Audio Tape Floppy Disk 

f~ ] Bound Book [J Video Tape 

f ^ O t h e r (soecifv) Compute r 

8. Record Series Sequence 

( •^A lphabet ica l 

y 
kjj Numerical 

[ ^^Chrono log ica l 

[~[ Geographical 

• Other (specify) 

10. Annual Accumulat ion 

_ 1 Box 

Number 

f^^ile Drawees) 

• Microf i lm Reel(s) 

f~l Computer Tape(s) 

I -] Other (SDecifv) 

1 1 . File is Used 

• Daily [g^Veek ly [ ^ M o n t h l y f ^ fAnn i ia l l y 

12. File Becomes Inactive After 

_ P e r m a n e n t . Retain for 5 years, then transfer to the 

1 1 . File is Used 

• Daily [g^Veek ly [ ^ M o n t h l y f ^ fAnn i ia l l y 

Mary land State Arch ives (MSA) 

Number • Month(s) 0 Y e a r ( s ) 

13. Current Location(s) (Bldg.. Floor, Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes 0 " W o 

15. Access RestrictionS'(lf Yes. cite Law(s) & Regulal ion(s) 

• Yes 0 N o 

16. Audit Requirements 

• None 0 ^ t a t e f j Federal ^Independent 

17. Is anlf lo 'ex System used? If yes, explain briefly and descr ibe requirements 

0 Y e s • N O Archival Locator indexing system located 

at the City Hall building. Entr ies are by location and topic. 

18. Recommended Retention 

Permanent. Retain for five (5) years, then transfer to the 

Maryland State Archives (MSA). 

19. Name and Title of Pcgpafjer . 

Records Management Officer 

20. Telephone Number 

410-228-4020 

2 1 . Date i / 

7 / / / / # ? / 7 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 13 OF 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Pet i t ions for Annexat ion 

5. Earliest Year/Latest Year 

1995 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Petit ions for Annexat ion to include suppor t ing and background documents Item # 9. 

7. Record Series Format(s) List all 

Hotter Size • Microfilm 

f j Legal Size Q Computer Tape 

r~l Audio Tape Q Floppy Disk 

[~1 Bound Book f_] Video Tape 

0 ' o t n e r (specifyl Compute r 

8. Record Series Sequence 

n Alphabetical 

l~l Numerical 

[ ^ C h r o n o l o g i c a l 

l~l Geographical 

Q Other ( s o e c i M 

9. Volume 

2 Boxes @ 1 Cu . Ft. each 

Number 

0 ^ i l e Drawer(s) 

• Microfi lm Reel(s) 

l~l Computer Tape(s) 

[ ] Other ( s p e c i M 

7. Record Series Format(s) List all 

Hotter Size • Microfilm 

f j Legal Size Q Computer Tape 

r~l Audio Tape Q Floppy Disk 

[~1 Bound Book f_] Video Tape 

0 ' o t n e r (specifyl Compute r 

8. Record Series Sequence 

n Alphabetical 

l~l Numerical 

[ ^ C h r o n o l o g i c a l 

l~l Geographical 

Q Other ( s o e c i M 10. Annual Accumulat ion 

1/3 Box 

Number 

53^6 Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

O Daily Q Weekly g^ / lonth ly f ^ A n n u a l l y 

12. File Becomes Inactive After 

_ P e r m a n e n t . Retain for 5 years , then t ransfer to the 

1 1 . File is Used 

O Daily Q Weekly g^ / lonth ly f ^ A n n u a l l y 

Mary land State Arch ives (M,SA) 

Number • Month(s) 0 \ e a r ( s ) 

13. Current Location(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes Q ' N O 

15. Access R e s t r i c t i o n s ^ Yes. cite Law(s) & Regulation(s) 

• Yes SjNo 
16. Audit Requirements 

f j None Q's'tate • Federal ( j } " fndependent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

f ^ Y e s • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Retain for five (5) years, then transfer to the 

Maryland State Archives (MSA). 

19. Name and Title of PrepaTa' 

Records Management Officer (J 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date J > 

1 Jl/Mf 
DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 14 OF 36 

1. DepartmenUAgency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES'. A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

City Char ter 

5. Earliest Year/Latest Year 

1970 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) City Char ter to include or iginal Char ter Amendmen ts , Ord inances , and Resolut ions passed or adopted by the 

City Counc i l wi th support ing and background documents , if any I tem # 1 0 . 

7. Record Series Formal(s) List all 

[jj 'fetter Size • Microfi lm 

@ ' L e g a l Size • Computer Tape 

ri Audio Tape fj Floppy Oisk 

f~) Bound Book Q Video Tape 

H i t h e r (specify) Computer 

8. Record Series Sequence 

{""] Alphabet ical 

0 ^ u m e r i c a l 

[ ^ C h r o n o l o g i c a l 

• Geographical 

• Other (specify* 

9. Volume 

_ 1 0 Boxes @ 1 C u . Ft. each 

Number 

H ^ i l e Drawer(s) 

• Microfi lm Reel(s) 

|~ ) Computer Tape(s) 

Q Other (soecifv) 

7. Record Series Formal(s) List all 

[jj 'fetter Size • Microfi lm 

@ ' L e g a l Size • Computer Tape 

ri Audio Tape fj Floppy Oisk 

f~) Bound Book Q Video Tape 

H i t h e r (specify) Computer 

8. Record Series Sequence 

{""] Alphabet ical 

0 ^ u m e r i c a l 

[ ^ C h r o n o l o g i c a l 

• Geographical 

• Other (specify* 10. Annual Accumulat ion 

_ 1 / 2 Box 

Number 

0 ' F i l e Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

[~] Other (soecifvl 

1 1 . File is Used 

• Daily ' • Weekly H ^ M o n t h l y B f A n n u a l l y 

12. File Becomes Inactive After 

_ P e r m a n e n t . Scan to M S A standards. Retain paper 

1 1 . File is Used 

• Daily ' • Weekly H ^ M o n t h l y B f A n n u a l l y 

copies for 5 years , t ransfer a long wi th e lectronic copy to 

MSA. Electronic copy be reta ined by the City 

Number • Month(s) H ^ e a r ( s ) 

13. Current Location(s) (Bldg.. Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes H ' N o 

15. Access Restr ic t ions^! ! Yes. cite Law(s) & Regulat ion(s) 

• Yes © " N o 

16. Audit Requirements 

O M°ne [palate • Federal [ j j / f n d e p e n d e n t 

17. Is an Index System used? If yes, explain briefly and descr ibe requirements 

r j j v e s • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Scan to MSA standards. Retain paper copies for 

five (5) years, then transfer along with an electronic copy to the 

MSA. Electronic copies to be retained by the City. 

19. Name and Title of Preparer . 

Record Management Officer U 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date . i 

Ijll 
DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

_15_ . 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

City Code 

5. Earliest Year/Latest Year 

1960 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) City Code to include Amendmen ts consist ing of the bound City Code book as amended and supp lemented 

throughout the years I tem # 1 1 . 

7. Record Series Format(s) List all 

Speller Size • Microfi lm 

• Legal Size • Computer Tape 

| ~ | Audio Tape Q Floppy Disk 

Q^'f iound Book • Video Tape 

|^J/fjther (specify) C o m p u t e r . 

8. Record Series Sequence 

• Alphabetical 

f p ^ u m e r i c a l 

^Chronological 

f~l Geographical 

• Other (specify) 

9. Volume 

15 Boxes @ 1 Cu . Ft. e a c h . 

Number 

-ile Drawees) 

• Microf i lm Reel(s) 

[~| Computer Tape{s) 

• Other (specify) 

10. Annual Accumulat ion 

__1 Box 

Number 

fF i le Drawer(s) 

• Microfi lm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

pfldC 0 * W e e k l y ng /Monlhly 0 " A n n i Annual ly 

12. File Becomes Inactive After 

Permanent . Transfer every 3 years to the Mary land 

State Arch ives (MSA) 

• Month(s) [7J<Year(s) 

13. Current Location(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes FjJ'No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes 0 No 

16. Audit Requirements 

O None [jj'siate • Federal [ ^ i n d e p e n d e n t 

17. Is an Index System used? If yes, explain briefly and describe requirements 

0 > e s • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Transfer every three (3) years to the Maryland 

State Archives (MSA). 

19. Name and Title of Preparer 

Reco rds M a n a g e m e n r O f f i c e r 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

1111 3M 
OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

. 1 6 . . 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Writ ten Opin ions 

5. Earliest Year/Latest Year 

1990 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Wr i t ten Opin ions to include memoranda and cor respondence issued by the City At torney and Lit igation fi les 

involving the City I tem # 1 2 . 

7 . RecordSer ies Formal(s) List all 

[ ^ L e t t e r Size Q Microfi lm 

Q * L e g a l Size f j Computer Tape 

• Audio Tape • Floppy Oisk 

[~l Bound Book • Video Tape 

gfothi Other (specify) Compu te r . 

8. Record Series Sequence 

r~l Alphabet ical 

• Numerical 

53^hronological 

r~| Geographical 

• Other (specify) 

9. Volume 

2 Boxes @ 1 Cu . Ft. e a c h . 

DD^ile - i le Drawer(s) 

Q Microfi lm Reel(s) 

[~l Computer Tape(s) 

f~l Other (specify) 

10. Annua l Accumulat ion 

_ 1 / 3 Box 
Number 

BTile 0 [F i le Drawer(s) 

• Microf i lm Reel(s) 

r~l Computer Tape(s) 

Pi Other (specify) 

1 1 . File is Used 

• Daily • Weekly 53^tonlh ly r ^ ^ n m Annual ly 

1 2 . File Becomes Inactive After 

_Permanen t . After complet ion of the case , scan to M S A 

standards and destroy, retain electronic image for 5 

years, then t ransfer to M S A ^ x c e p t a t torney-c l ient . 
Number f j Month(s) 

iSAjexc 
BVear(s) 

1 3 . Current Location(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

1 4 . Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes 0 N o 

1 5 . Access R e s t r i c t i o n s ^ Yes. cite Law(s) & Regulation(s) 

• Yes GJ'NO 
16. Audit Requirements 

• None (3 /Sta(e • Federal ^(ni Independent 

1 7 . Is an Index System used? If yes, explain briefly and descr ibe requirements 

H^Yes • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. After completion of the case, scan to MSA 

standards and destroy, retain electronic image for five (5) 

years, then transfer to MSA, except for privileged attorney-

client communications. 

19. Name and Title of Prei 20. Telephone Number 2 1 . Date 

OGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

_17_ . 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

City Publ icat ions 

5. Earliest Year/Latest Year 

1997 to Present 

6. Record Series Description {Briefly describe the types of informat'ion/documents/forms found in the series. Include the purpose or function of the 

series.) City Publ icat ions to include newslet ters, handbooks , director ies, var ious not ices to the press and publ ic regarding 

current events I tem # 13. 

7. Record Series Format(s) List all 

© b e t t e r Size • Microfi lm 

[7) Legal Size Q Computer Tape 

[7) Audio Tape Floppy Disk 

f j ^ o u n d Book • Video Tape 

H'omer <spec i fy )__C0m£Uter_ 

8. Record Series Sequence 

|~1 Alphabetical 

[~| Numerical 

Q ^ h r o n o logical 

f~1 Geographical 

l~l Other (specify) 

9. Vo lume 

2 Boxes @ 1 Cu . Ft. e a c h . 

ile Drawer(s) 

• Microfilm Reel(s) 

[~| Computer Tape(s) 

• Other (specify) 

10. Annual Accumulat ion 

_ 1 / 4 Box 
Number 

File Drawer(s) 

• Microfi lm Reel(s) 

f"T Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly \£[ Monthly PjAnm Annually 

12. File Becomes Inactive After 

_ S c r e e n annual ly and destroy mater ial no longer 

needed. Scan accord ing to M S A standards and transfer 

to M S A any mater ial this is fiscal, legal, histor ical va lue 
• Month(s) 'ear(s) 

13. Current Location(s) (Bldg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes BTNo 

15. Access Rest r ic t ions i i f 'Yes , cite Law(s) & Regulation(s) 

• Yes Hf jo 
16. Audit Requirements 

• None QJ^tate • Federal ( j ^ n d e p e n d 

17. Is an Index System used? If yes, explain briefly and describe requirements 

g4es • N O Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Screen annually and destroy material no longer needed for 

current business. Scan according to MSA standards and 

transfer to MSA for retention any material that has fiscal, legal 

or historical value. 

19. Name and Title of Pre6arer 

Records Management Officer 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

7 fflkoll 
DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
41fJ.799.19M 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
41fJ.799.19M 

PAGE _ 18 OP 36 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 

Administration 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Zoning certificates, private and commercial 

5. Earliest Year/Latest Year 

1980 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Zoning certificates, private and commercial Item 14A. 

7. Record Series Fcrmnl(s) List ell 

Gjf'UtterSIze p j Microfilm 

f j fLega l Size f j Computer Taps 

P I Audio T a p * r j Floppy Disk 

• Bound Book Q Video Tape 

Gjfothsr (specifyJ^CompUter,.,,. 

8 Record Series Sequence 

• Alphabetical 

( t ^ u m e r i c a i 

fJJ'Chronoloolcal 

r~l Geographical 

• Other (specify) 

9. Volume . 

.14 Boxes @ 1 Cu. Ft. each 
Number 

E f f e t e Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Fcrmnl(s) List ell 

Gjf'UtterSIze p j Microfilm 

f j fLega l Size f j Computer Taps 

P I Audio T a p * r j Floppy Disk 

• Bound Book Q Video Tape 

Gjfothsr (specifyJ^CompUter,.,,. 

8 Record Series Sequence 

• Alphabetical 

( t ^ u m e r i c a i 

fJJ'Chronoloolcal 

r~l Geographical 

• Other (specify) 10. Annual Accumulation 

2 Boxes 
Number 

SfFde Drawer(s) 

Q Microfilm Real(s) 

O Computer Tapa(s) 

(3 Other (specify) 

1 1 . R e is Used 

• Daily Q ^ e e W y (Jj 'Monlhly gfAnnual ly 

12. File Bacomes Inactive After 

Permanent. Scan to MSA standards. Retain image 

1 1 . R e is Used 

• Daily Q ^ e e W y (Jj 'Monlhly gfAnnual ly 

for 5 years; then transfer to MSA. Property owners will 

be notified they can claim paper £ if not, will d e s t r o y _ 
Number • Monlh(s) Q u a r t s ) 

13. Current Location(s) (Bldg.. Floor, Room) 

Department of Public Works 2 n d Floor 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes H ^ o 

15. Access Restrictions (If Yos, cite Law(o) & Rogulolion(s) 

• Yes o a 4 
16. Audit Requirements 

• Nono Fjj4tate • Federal © tndependant 

17. Is an Index System used? If yes. explain briefly and describe requirements 

f j ^ e e • No Archival Locator indexing system located 

at the Dept. of Public works building. Entries are by 

location and topic. 

16. Recommended Retention 

Permanent. Scan to MSA standards. Retain images for five (5) 

years; then transfer to MSA. Property owners shall be notified 

in writing that they may claim the paper, otherwise, the will be 

destroyed following transfer of electronic records to MSA. 

19. Name and W e £} Preparer 

RecordsMManagement OBi^Sr 

20. Telephone Number 

410-228-4020 

21. Date . / 

DGS 550-4 (Rsv. 1/93) 

http://41fJ.799.19M
http://41fJ.799.19M


Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE. . 1 9 . . 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Zoning certificates, city owned 

5. Earliest Year/Latest Year 

1980 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Zoning certificates, city owned Item 14B. 

7. Record Series Formal(s) Usl all 

Q^etter Size • Microfilm 

tJĴ egal Size Q Computer Tape 

f~) Audio Tape Q Floppy Disk 

I I Bound Book Q video Tape 

jafOuW (specify) COITipUter. 

8. Record Series Sequence 

• Alphabetical 

[Numerical 

^fChronotogical 

l~l Geographical 

• Other (specify) 

9. VotumB 

12 Boxes @ 1 Cu. Ft. each. 
Number 

File Drrjworfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other ( s p e c i f y ) _ _ 

10. Annual Accumulation 

1 B o x _ 
Number 

File Orawer(s) 

• MieroSIm Reel(s) 

• Computer Tape(s) 

• Other ( s p e d r » „ _ 

1 1 . File Is Used 

• Daily f j ^ f e e k l y fJ^Monlhly Annually 

12. File Becomes Inactive After 

Scan to MSA standards and transfer image to M S A 5 

years following project completion. Paper copies shall be 

retained for reference purposes only 
Number ' • Monlh(s) ©Pearls) 

13. Current Location's) (Bldg.. Floor. Room) 

Department of Public Works 2 n d Floor 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes f j / o 

15. Access Re»u1etlonv<ir Yes. cite Lew(») & Regulation(s) 

• Yes £9*o 
16. Audi! Requirements 

• None tifstate • Federal fjj^ndependenl 

17. Is an Index System used? If yas. explain briefly and describe requirements 

Q J v t s • N O Archival Locator indexing system located 

at the Dept. of Public works building. Entries are by 

location and topic. 

18. Recommended Retention 

Scan to MSA standards and transfer image to MSA five (5) 

years following project completion. Paper copies shall be 

retained for reference purposes only. 

19. Name and 

Records Ma! 

20. Telephone Number 

410-228-4020 

21. Date 

iiMfa'l 
OGS SS0-4 (Rov. H93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

. 20 OF 3 6 . 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Subdiv is ion Plats and Site Plans 

5. Earliest Year/Latest Year 

1975 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Subdiv is ion Plats and Site Plans I tem # 1 5 . 

7. Record Series Format(s) List all 

Letter Size Q Microfi lm 

^ e g a ! Size Q Computer Tape 

[""] Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

B 'Olher (specify) C o m p u t e r . 

8. Record Series Sequence 

[~] Alphabet ical 

[ i y f ^ u r n erica! 

( ^ C h r o n o l o g i c a l 

f~l Geographical 

• Other (specify) 

9. Vo lume 

30 Rol ls @ 2 4 " x 3 6 " e a c h . 

[F i le Orawer(s) 

• Microf i lm Reel(s) 

|~) Computer Tape(s) 

|~l Other (specify) 

10. Annua l Accumulat ion 

_ 3 Rolls 
Number 

H ^ i l e C | File Drawer(s) 

r~l Microf i lm Reel(s) 

PI Compute r Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly B^Monlhly f ^ A n n Annual ly 

12. File Becomes Inactive After 

Approved plats are retained permanent ly in the Circui t 

Court for Dorches te r County. Cop ies shal l be reta ined in 

the Ci ty 's fi les for reference Purposes only 
Number • Month(s) [ g ^ e a r ( s ) 

13. Current Location(s) (Bldg.. Floor. Room) 

City Hall and Dept. of Publ ic Works 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes, specify agency or office.) 

• Yes g f N o 

15. Access Restrictions-(If Yes , cite Law(s) & Regulation(s) 

• Yes H'NO 
16. Audit Requirements 

i~i None J 
• State • Federal Bpnds 

Independent 

17. Is an Index System used? If yes, explain briefly and descr ibe requirements 

[JJ'Yes • NO Archival Locator indexing system located 

at the City Hall and Dept. of Public Works buildings. Entries 

are by location and topic. 

18. Recommended Retention 

Approved plats are retained permanently in the Circuit Court 

for Dorchester County. Copies shall be retained in the City's 

files for reference purposes only. 

19. Name and Title of Preparer 

Records M a n a g « m e f i t ' ' O f f i c e r ^ ^ ^ ' 

20. Telephone Number 

4 1 0 - 2 2 8 - 4 0 2 0 

2 1 . Date 

OGS 550-4 (Rev. 1/93) 



Instructions-Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

. 2 1 . . OF , „36„ 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Board of Appeals files 

5. Earliest Year/Latest Year 

1990 to Present 

6. Record Series Description (Briefly describe the types of Information/documents/forms found In the series. Include the purpose or function of the 

series.) Board of Appeals files Item # 16. ' 

7. Record Series FormBl(s) List an 

O i l i e r Size • Microfilm 

rjjjf̂ egal Size O Computer Taps 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f̂ fonw (spotsfy) .Computer,, 

8. Record Series Sequence 

• Alphabetical 

r j Numerical 

rĵ ^hrunological 

• Geographical 

• Other (specify) 

9. Volume 

. y _ 5 Boxes @ 1 Cu. Ft. each. 
Number 

FOe Drawer's) 
• Microfilm Reel(s) 
l~l Computer Tape(s) 
D Other (specify) 

10. Annual Accumulation 

__1/2 Box 
Number 

EfFilel [File Drawees) 
• Microfilm Reet(s) 
Q Computer Tape(s) 
• Other {specify)„_ 

11. File Is Used 

• Daily •Weekiy [3'Monthly 0 A i Annually 

12. File Becomes Inactive After 

_ P e r m a n e n t Scan to MSA standards, retain electronic 

image for 5 years, and then transfer to MSA. Paper shall 

remain in the City's file for reference purposes only. 
• Month(s) 'ear(s) 

13. Current Location(s) (Bldg. Floor, Room) 

City Hall 1« Floor 

14. Is Record Series Duplicated Elsewhere? (II yes. specify agency or office.) 
• Yes Q-rlo 

15. Access ReamctionsJII Yes, cite Lew(s) & Regutalion(s) 
• Yes JHTto 

16. Audit Requirements 

• None Oblate • Federal [^Independent 

17. Is art lodex System used? If yes. explain briefly and describe requirements 

rjfYes • No Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Permanent. Scan to MSA standards, retain electronic image 

for five (5) years, then transfer to MSA. Paper shall remain in 

the City's file for reference purposes only. 

20. Telephone Number 

410V228-4020 

21. Date , I 

DCS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

_22_ _36_ 

1. Department/Agency 

City of Cambridge 

Cambridge, Maryland 

2. Division 3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Request for Quotat ions/ Inv i tat ions to Bid 

5. Earliest Year/Latest Year 

1990 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) Request for Quotat ions/ Inv i tat ions to Bid to inc lude bid speci f icat ions, drawings, adver t isements , contract 

documents , and assoc ia ted documen ts I tem # 17. 

7. Record Series Format(s) List all 

@"LeUer Size • Microf i lm 

y 
[|j Legal Size • Computer Tape 

I""! Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 
Other (specify) _ C o m p u t e r , 

8. Record Series Sequence 

Q Alphabet ical 

0 ^ u m e r i c a l 

Q ^ t ^ h r o n o logical 

f ] Geographical 

[~1 Other (specify) 

9. Vo lume 

8 Boxes @ 1 Cu . Ft. each_ 
Number 

File Drawer(s) 

• Microf i lm Ree!(s) 

[~| Computer Tape(s) 

• Other (specify) 

10. Annual Accumulat ion 

_ 1 Box 
Number 

File Drawer(s) 

• Microfi lm Reel(s) 

fj Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily [B 'Weekly fjg^Monthly H ' A n ' Annually 

12. File Becomes Inactive After 

_ S c a n paper to MSA s tandards , then destroy. Reta in 

electronic image in office for 10 years after contract 

complet ion or per audit requ i rements , then dest roy 
H ' Y e a i • Month(s) Year(s) 

13. Current Location(s) (Btdg., Floor. Room) 

City Hall 1 s t Floor 

14. Is Record Series Dupl icated Elsewhere? (If yes. specify agency or office.) 

• Yes Q - f t o 

15. Access R e s t r i c t i o n s ^ Yes. cite Law(s) & Regulat ion(s) 

• Yes B^o 
16. Audit Requi rements 

• None H ^ t a t e • Federal fg ' ln l Independent 

17. Is an Index System used? If yes. explain briefly and descr ibe requirements 

0 Y e s • NO Archival Locator indexing system located 

at the City Hall building. Entries are by location and topic. 

18. Recommended Retention 

Scan paper to MSA standards, then destroy. Retain electronic 

image in office for ten (10) years after contract completion or 

per audit requirements, whichever is later, then destroy. 

19. Name and Title-TafPreparer 

Records Management Officer 

20. Telephone Number 

410-228-4020 

2 1 . Date 

OGS 550-4 (Rev. 1/93) 




